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[0 For Appropriate Action [ For Signature 4T For Re;ommendatlon 0 For Comment

O For Your Information . O For Information
[0 Please See Me in Regard to This

[ For Preparation of Reply for Signature of—

Upon Which to Base a Reply
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This form should be attached to all Ieffers,‘ papers, or documents senf from one office in the
Bureau to another by the regular mail service, unless enclosed in an addressed envelope.

This form should not be attached #o IeHers,. etc., which are signed and ready for release by the
Mail Section. i

After use, the form should be retained in file only if notes or decisions have been entered thereon.

Forward to the Assistani Chief of Bureau all letters for the signature of the Secretary of the
Navy, the Under Secretary of the Navy, or the Assistant Secretary of the Navy.

Forward to Pers. 18 for clearance and release all material originating within the Bureau for
the use of the Navy Depariment, Office of Public Information.

Ferward fo Congressional Correspondence Review Unit, Pers. 194, all written communications
with any Member of Congress originating in the Bureau. g

! For'ward to the Planning and Control Division for clearance and release or for preparation of
the reply:

1. All material originating in the Bureau involving matters of policy, whether or not more than
one division is involved.

2. All reports and statistics criginating in the Bureau for the use of other Bureaus, Departments,
efc.

When papers are to be routed o more than one office, check the box at the right-hand margin
opposite each of the offices fo which the papers are fo be sent. If a particular order of routing is
desired, place numbers indicating the sequence alongside of the checked boxes. An officer who
reviews the papers will place his initials on the line with the checked box which will indicate to the
Mail Section that the papers should be delivered to the office next indicated. No additional roufing
slip need be atiached.
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This slip is to be fastened securely to correspondence and

will remain attached after filing. (See Art. 88, Chap. VI,
Orgamization, Order and Instruction Book.)

DO NOT DETACH
Routine [ | Urgent [ |

From— 4
[ Nay. Chief of Bureau

[JNav. 1 Assistant Chief of Bureau
[ Nav. 0 Aide to Chief of Bureau
[ONav. 7 Chaplain
[0 Nav. 2 Chief Clerk
[0 Nav. 5 Discipline

6

[ Nav. Enlisted Personnel
[0 Nav. 12 Hydrographer
[ONav. 8 Mail and Files
[[JNav. 11 Naval Observatory
[ONav. 4 Naval Academy
EINav. 8 Officer Detail

[0 Nav. 82 Officer Records
[0 Nav. 10 Planning Ve
[ Nav. 16 Reserve i | i
[0 Nav. 14 Training {
[0 Nav. 18 Transportation
[SlEEatt. o0 s Fleet Training.

O For comment, [] recommendation, [] and return.
[Z'For appropriate action.

[ For ippropriate action. Please let me know when action
taken.

[ For information; please return.

[OFor information. Copies have been sent to divisions
interested.

For preparation of reply for signature of:
] Secretary of the Navy.
[J Assistant Secretary of the Navy.
[ Chief of Naval Operations.
[ Chief of Bureau.
[ Assistant Chief of Bureau.
[J For signature; please return.

[JIf this meets with your approval please initial copy and
return.

[J Please circulate among the officers or employees of your
division (or section) and return—retain—destroy.

[J Please see me in regard to this.
[] Please send me previous correspondence.
[] Retain, destroy, or send to general files.

[] Returned.
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